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Overview 
 
Trigger: 
 
This report should be run at the beginning of “time entry” week to identify employees who will 
not be paid unless corrective action is taken. Agency staff runs this report to get a list of all 
the employees who have no time entries or have time entries awaiting supervisor approval. 
 

Business Process Procedure Overview 
 
Employees using Employee Self Service to enter their own time may begin entering their time on 
the first Tuesday of the current pay period.  They should complete their entries by the last Friday 
of the period.  The Monday following the end of the period is allowed as a grace period for 
completing their entries.  

Employees who enter their own time in Employee Self Service are set up with Time 
Management status 1, “Time Entry Required”.  Employees set up with Time Management Status 
1 must have their hours entered in order to be paid. 
 
Supervisors must electronically approve time entered by employees.  If electronic approval is not 
performed on the data entered, the employee is not paid.  Supervisors have until payroll is 
processed to approve entries. 
 
After the supervisor approves a time sheet, the employee can still change it as long as the time 
entry period is open.  The employee enters the changes on the time sheet.  The supervisor must 
approve the changes in order for it to be included on the paycheck.  If the employee cannot make 
the change, the change must be documented and given to the Time Entry Operator for entry. 
 
Agency payroll personnel need to run a report to insure that all employees have entered their 
time and once entered, their supervisor has approved the time. 
 
This report provides a list of employees with no time entries or time entries made that are not yet 
approved.  Time Entry Operators should review this report to insure all employees have entered 
their time. 
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Procedural Steps 

1.1. Access transaction by: 

Via Menu Time Entry Operator à Reports after entry à Time Entry Alert Report 
  
Via Transaction Code Z_TIME_ALERT_RPT 
  
Via Favorites Menu Time Entry Alert Report 
 
Double click on “Time Entry Alert Report” and the following screen will appear: 
 

 
Input – Available Fields Field Value 
Payroll area UB 
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Payroll period Current period or Other period 
Personnel number Employee Identification Number of the employee or employee’s 
Organization key Agency, Low Org, and Distribution Code 
Page Breaks Yes or No 

1.2 Specify the pay period for the Time Entry Alert Report.  The screen has the 
selection of current period or other period. 
• Current period 
Ø Use this option for the current open entry period. 

 
• Other period 
Ø This report can be run for any pay period.  Type in the pay period and 

calendar year. 

1.3 The “Personnel number” field may be used to select specific employees by 
entering the employee identification numbers.  Enter more than one EIN by clicking 
on the arrow box next to the “Personnel number” field.  A box appears that allows entry of 
multiple EIN’s.  The “Personnel number” field should be left blank if using the agency 
“Organization key”. 

1.4 The “Organization key” field allows entry of the Agency code followed by a blank 
space, the Organization code and the Distribution code to specify a selection of 
an employee group.  Use the wild card symbol, *, in the selection criteria to get all 
employees within the same org.  For example, to print the report for all employees in 
agency 120 org 0321, enter 120(space)0321*.  Enter multiple organization keys by 
clicking on the arrow box to the right of the “Organization key” field.  A box appears that 
allows entry of multiple individual organization keys or a range of organization keys.  The 
example below shows entries for selecting employees in agency 120, org 0321,and any 
distribution code. 
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1.5 The “Page Breaks” buttons create a page break after each org change or not 
create any page breaks.  The default is “Yes” create page breaks. 

1.6 Click on the Execute button in the upper left area that looks like a clock to view 
the report.  Examples of the report showing both types of messages are below. 
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Time Entry Alert Report showing employees with no time entries: 
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Time Entry Alert Report showing employees with time entries not approved: 

 

 

1.7 To print the report, click on the print icon, or choose List > Print from the screen 
heading toolbar. 
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2 The report heading contains the following information: 

Ø The report number 

Ø The report title 

Ø Page number 

Ø For pay period ending date 

Ø Date the report was run 

Ø Pay period number and year 

Ø Time the report was run 

2.2 The columns on the report are listed below with a brief description. 

Agy The employee’s agency number. 

Low Org The employee’s home org. 

Dist Code The employee’s distribution code. 

Employee Name  The employee’s name. 

EIN The employee’s identification number. 

 

For time entries not approved the additional columns are: 

Supervisor’s name The employee’s supervisor. 

EIN The supervisor’s EIN. 


